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RECORDS  SYSTEMS  OF  THE  NAVAL  RESEARCH  LABORATORY: 
CENTRAL  RECORDS  AND  DIRECTIVES  SYSTEM  RECORDS 


1.  INTRODUCTION 

This  report  results  from  the  first  phase  of  a  comprehensive  study 
of  all  archival  records  systems  of  the  Naval  Research  Laboratory.  The 
aim  of  the  project  as  a  whole  is  to  inventory  and  describe  all  existing 
sources  of  archival  information.  Then  researchers  may  be  fully  ap¬ 
prised  of  what  records  are  available  and  may  easily  find  whatever  mate¬ 
rial  they  seek  concerning  the  past  activities  and  programs  of  the  Naval 
Research  Laboratory.  Ultimately  an  NRL  formal  report  will  be  written 
that  covers  the  whole  subject.  In  the  interim,  this,  and  perhaps  other 
progress  reports  that  may  be  issued,  will  provide  partial  information. 

This  report  describes  two  major  archival  collections:  the  central 
records  of  the  Laboratory,  which  are  managed  by  the  Records  and  Corres¬ 
pondence  Management  Branch  (Code  2021)  of  the  NRL  Administrative  Serv¬ 
ices  Office,  and  the  records  of  NRL  Directives  -  official  policy  decla¬ 
rations  -  which  are  managed  by  the  Administrative  Management  Section 
(Code  1414)  of  the  Management  Information  Division.  The  aim  of  the  re¬ 
port  is  to  explain  what  constitutes  the  collections,  how  they  are  or¬ 
ganized,  and  how  they  may  best  be  used.  Not  included  in  this  report 
are  the  holdings  of  the  NRL  Library  and  its  Document  Section,  the  His¬ 
torian's  Office,  the  Photographic  Branch,  the  Supply  Division,  the  Fi¬ 
nancial  Management  Division,  the  Public  Works  Division,  and  the  Person¬ 
nel  Division.  In  addition,  no  records  collections  that  have  ever  been 

Manuscript  submitted  January  6,  1981. 


-1- 


1 


classified  higher  than  secret  are  described.  This  type  of  material  has 
always  been  handled  separately  by  the  Naval  Research  Laboratory,  and 
archival  documents,  even  after  they  have  been  downgraded,  have  not  been 
integrated  with  other  records  collections. 

This  report  is  intended  as  a  reference  document  and  handbook. 
Much  of  what  it  says  and  much  of  the  information  contained  in  the 
charts  that  form  the  appendices  will  become  clear  only  when  one  begins 
actual  searches  f nr  information.  Once  such  a  search  is  started,  how¬ 
ever,  frequent  reference  to  this  document  should  assist  in  collection 
of  complete  information  and  save  much  valuable  time. 

2.  CENTRAL  RECORDS 

2.1  The  Records  and  Correspondence  Management  Branch  (RCMB) 

The  Records  and  Correspondence  Management  Branch  (RCMB)  has  the 
principal  responsibility  within  the  Naval  Research  Laboratory  for  arch¬ 
ival  records.  This  means  it  is  charged  with  implementing  the  regula¬ 
tions  set  forth  in  SECNAVINST  5212. 5B  of  21  June  1961,  "Disposal  of 
Navy  and  Marine  Corps  Records,"  which  is  the  basic  set  of  rules  gov¬ 
erning  records  created  within  the  Department  of  the  Navy.^  The  mate¬ 
rials  controlled  by  RCMB,  then,  comprise  the  central  archival  records 
of  the  Laboratory.  While  other  offices  also  keep  permanent  records, 
this  one  selects  the  majority  by  far  of  all  the  materials  that  will  be 
included  in  permanent  laboratory  files.  To  date,  the  records  it  has 

*This  basic  instruction  is,  at  the  time  of  this  writing,  undergoing 
substantial  revision. 
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saved  amount  to  around  2,000  cubic  feet  of  materials.  In  addition  to 
preserving  records,  RCMB  houses  and  administers  most  of  the  finding 
aids  used  for  determining  what  they  are,  where  they  are  located,  and 
how  they  can  be  used  effectively.  Several  other  offices  also  have 
finding  aids  to  materials  that  are  found  among  the  central  records,  and 
those  holdings  will  also  be  discussed  within  this  section. 

It  is  important  to  understand  that  the  archival  function  of  RCMB 
is  directly  related  to  and  conditioned  by  its  other  major  responsibil¬ 
ity:  controlling  NRL  official  correspondence.  RCMB  not  only  files,  it 
opens,  routes,  and  monitors  all  official  incoming  and  outgoing  corres¬ 
pondence.  The  principal  controlling  mechanism  in  this  operation  is  the 
route  sheet.  As  will  be  explained  below,  the  route  sheet  also  is  the 
basis  of  many  of  the  indices  to  the  permanent  files. 

The  filing  system  for  NRL  records  is  primarily  designed  to  meet 
the  records  needs  of  current  operations.  It  is  structured  to  provide 
ready  access  to  individual  documents,  usually  documents  of  recent  ori¬ 
gin,  when  only  limited  attributes  of  the  documents  --  such  as  the  au¬ 
thor,  approximate  time  of  transmittal,  or  subject  --  are  known.  If  a 
researcher  is  seeking  other  types  of  information,  such  as  long-term 
trends,  knowledge  about  relations  between  disparate  operations,  or 
causes  and  effects  of  particular  actions,  his  needs  will  be  met  by  the 
system  only  indirectly.  This  means  he  must  understand  the  records  sys¬ 
tem  well  so  he  will  be  capable  of  translating  his  original  questions 
into  others  for  which  he  can  obtain  specific  answers. 
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2.2  Organization  and  Contents  of  the  Central  Records 

The  organization  and  contents  of  the  central  records  are  best  un¬ 
derstood  in  three  parts:  Guides  (Section  2.2.1)  to  the  several  records 
systems  that  have  been  followed  over  the  years;  Indices  (Sections  2.2.2 
-2. 2. 2. 4)  to  the  archival  materials;  and  Descriptions  (Sections  2.2.3  - 
2. 2. 3. 6)  of  the  materials  themselves.  The  discussions  that  follow 
treat  each  part  separately.  Linked  to  the  discussions  are  a  group  of 
charts  that  list  all  existing  guides,  indices,  and  series  of  files 
within  the  central  records.  They  should  be  studied  carefully  when 
reading  the  text.  Once  understood,  these  charts  provide  a  useful  tool 
for  gaining  access  to  any  desired  information  from  the  central  records. 

At  the  time  this  report  was  written,  the  Records  and  Correspond¬ 
ence  and  Management  Branch  was  undertaking  a  project  to  microfilm  a 
major  portion  of  the  guides  and  indices  discussed  below.  Copies  of 
the  microfilms  will  be  available  both  at  NRL  and  at  the  National  Arch¬ 
ives.  Once  the  microfilms  have  been  made  and  the  original  records  de¬ 
stroyed,  the  "physical  locations"  for  the  indices  listed  on  the  charts 
will,  obviously,  become  obsolete. 

2.2.1  Guides  to  NRL  Central  Records 

Like  most  parts  of  the  Navy,  NRL  follows  standard  Navy  records- 
keeping  systems.  Ouring  the  history  of  the  Laboratory,  two  different 
ones  have  been  used.  The  first,  employed  from  1923  until  around  1958, 
was  an  alphanumeric,  subject  filing  system.  Under  it,  each  subject  had 
a  file  designator  consisting  of  a  leading  letter  and  following  numbers 
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and/or  other  letters.  For  example,  A1  was  General  Administration 
"Plans,  Projects,  and  Policies".  This  heading  might  be  further  subdi¬ 
vided  for  more  specialized  topics,  e.g.  Al/Chem,  which  related  to  Gen¬ 
eral  Administration  of  the  NRL  Chemistry  Division. 

One  of  the  main  features  of  this  system  was  that  it  applied  to 
technical  records  as  well  as  administrative  records.  Thus,  for  exam¬ 
ple,  radar  research  and  development  was  given  the  file  classification 
S67-5.  And  virtually  all  of  the  archival,  technical  records  on  this 
topic  are  found  under  this  heading  or  various  subdivisions  of  it. 

To  distinguish  classified  material  in  this  system,  a  prefix  was 
employed:  C  -  for  confidential  (e.g.  C-S67-5),  S  -  for  secret  (e.g. 
S-S67-5).  Files  of  different  classification  were  stored  separately 
and  generally  are  still  separated  in  NRL  records  in  archival  reposi¬ 
tories,  although  many  of  the  materials  have  now  been  downgraded  or 
declassified. 

To  understand  the  records-keeping  system  as  a  whole,  a  research¬ 
er  should  consult  the  several  editions  of  the  Navy  Filing  Manual  for 
these  years,  copies  of  which  are  available,  among  other  places,  in  the 
Navy  Department  Library  at  the  Washington  Navy  Yard.  The  system  as  it 
was  applied  at  NRL  is  explained  in  the  guides  numbered  1-3  on  the  ac¬ 
companying  chart  4.1.  Copies  of  the  guides  may  be  found  in  the  Records 
and  Correspondence  Management  Branch. 

Beginning  in  1959,  NRL,  like  the  rest  of  the  Navy,  switched  to  a 
strict  numerical  filing  system.  This  was  a  subject  system,  but  each 


subject  was  given  a  numerical  designation.  For  example,  3900  was  "Re¬ 
search  and  Development  -  General,"  and  was  used  as  the  designator  for 
most  NRL  administrative  materials;  5420  was  the  designation  for  rec¬ 
ords  of  "boards,  committees,  councils,  and  groups." 

The  system  of  using  prefixes  for  classified  material  prevailed. 
However,  for  a  number  of  years,  the  C-  and  S-  were  replaced  by  0  and  00 
respectively.  Hence  a  confidential  3900  file  was  03900,  a  secret 
003900.  In  1977,  the  old  system  of  using  C-  and  S-  was  reinstated,  so 
that  currently,  for  instance,  a  secret  3900  file  is  S-3900. 

A  further  change  instituted  under  the  system  was  the  division  of 
administrative  from  technical  files.  This  actually  began  in  1954,  sev¬ 
eral  years  before  the  new  filing  system  was  adopted.  Beginning  in  that 
year,  archival  technical  records  were  put  in  files  organized  according 
to  the  problem  number  assigned  to  the  technical  project.  Problem  num¬ 
bers  for  all  technical  work  have  been  used  since  the  early  years  of  the 
Laboratory,  but  this  was  the  first  use  of  them  as  the  basis  for  filing 
central,  archival  records.  Until  1979,  the  problem  number  was  an  al¬ 
phanumeric  designator,  e.g.  A01-78,  "Radio  Interferometry."  Now,  how¬ 
ever,  the  numbers  have  been  changed  to  strict  numeric  characters.  The 
problem  on  "Radio  Interferometry,"  A01-78,  for  instance,  has  become 
0958-0. 


Instead  of  separating  records  relating  to  problems  into  differ¬ 
ent  files  according  to  their  classification,  all  records  are  kept  to¬ 
gether  in  a  single  folder  or  set  of  folders.  The  whole  set  is  then 
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handled  as  if  it  were  secret.  Unclassified  and  confidential  documents 
can,  of  course,  be  retrieved  individually  and  handled  according  to 
their  particular  classification. 

Guides  4-6  on  chart  4.1  describe  the  general  numerical  system 
used  at  NRL  in  its  various  stages  since  1959.  The  basic  instruction  on 
records,  SECNAVINST  5212. 5B  of  21  June  1961,  "Disposal  of  Navy  and  Ma¬ 
rine  Corps  Records,"  is  also  quite  helpful  in  understanding  it.  There 
is  no  general  guide  in  the  Records  Office  to  the  problem  number  system. 
However,  an  index  to  the  system  (chart  4.4.4),  serves  much  the  same 
purpose  and  may  be  consulted  in  order  to  determine  the  link  between  the 
name  of  a  problem  and  the  problem  number. 

2.2.2  Indices  to  the  Central  Records 

There  is  a  wide  variety  of  different  indices  to  NRL  central  rec¬ 
ord  material.  None  of  them  serves  the  purpose  of  every  researcher;  the 
whole  collection  may  not  even  do  so.  However,  by  clearly  understanding 
and  carefully  using  the  indices,  any  researcher  will  save  himself  much 
effort  that  might  be  wasted  by  searching  through  actual  documents. 

Two  general  reference  tools  that  are  useful  to  supplement  the 
indices  are  maintained  by  RCMB.  The  first  is  the  bound  collection  of 
NRL  code  sheets.  Dating  from  the  early  1940's  until  the  present,  the 
sheets  in  this  collection  identify  the  organizational  code  number  and 
organizational  location  of  leading  individuals  in  the  Laboratory,  us- 
ally  those  down  to  the  branch  head  level.  In  some  cases,  as  will  be 
discussed  further  below,  the  code  number  is  used  for  filing  or 
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indexing.  The  charts  also  give  a  clear  outline  of  the  organization  of 
the  Laboratory  as  a  whole  at  various  times  in  history.  Second  is  the 
collection  of  NRL  telephone  directories,  which  dates  back  to  1937. 
While  they  do  not  give  a  complete  listing  of  all  NRL  personnel,  they 
are  the  most  comprehensive  guides  to  employees  that  are  available. 
Moreover,  their  alphabetical  listings  are  in  some  cases  more  useful 
than  the  organizational  listings  on  the  code  sheets.  These  two  collec¬ 
tions  are  listed  as  items  17  and  18  on  the  chart  4.10.4. 

2. 2. 2.1  Indices  to  Central  Administrative  and  Problem  Files  (Indices 

4.2. 1-4. 2. 5,  4. 3. 1-4. 3. 4,  4.4.1,  4.4.2,  and  4.4.4) 

All  but  one  of  the  thirteen  indices  that  exist  in  RCMB  apply 
to  the  central  administrative  files  or  the  problem  files.  These  will 
be  discussed  here.  The  other  index  (4.4.3),  which  relates  to  scientif¬ 
ic  notebooks,  will  be  treated  in  a  separate  section  below.  Indices  to 
some  of  the  records  retained  by  RCMB  (i.e.  4.5  -  Releases  for  Publica¬ 
tion  and  4.6  -  Patent  Records)  exist  in  other  offices.  They  will  be 
discussed  subsequently.  None  of  the  special  collections  of  materials 
retired  by  NRL  has  an  index. 

While  there  have  been  various  types  of  indices  to  the  admin¬ 
istrative  and  problem  files,  their  purpose  over  the  years  has  not 
changed:  they  are  designed  to  inform  a  researcher  that  a  document  ex¬ 
ists,  provide  him  with  basic  data  about  it,  and  tell  him  in  what  file 
the  document  is  stored.  Once  the  researcher  knows  the  file  number,  the 
type  of  file  it  is  (i.e.  administrative  or  problem),  and  the  date  of 
the  document,  he  can  use  the  attached  charts  that  relate  to  archival 


materials  to  determine  whether  the  file  is  still  at  NRL  or  not,  and  if 
not,  the  accession  number  of  the  record  shipment  of  which  it  is  a  part. 
Then  he  can  determine  the  location  of  that  shipment  at  the  Washington 
National  Records  Center  or  the  National  Archives.  And  using  the  appro¬ 
priate  "book  of  box  and  file  lists"  (see  chart  4.11),  he  can  determine 
the  exact  box  number  he  wants  within  an  accession.  After  obtaining  all 
of  this  information,  the  researcher  can  arrange  to  have  the  records 
pulled  so  he  can  review  the  pertinent  file  or  files  of  material.  The 
procedure  sketched  here  will  become  clearer  as  one  begins  to  search  for 
materials.  Assistance  in  finding  them  should  be  obtained  from  the  Rec¬ 
ords  and  Correspondence  Management  Branch  or,  for  records  under  its 
control,  from  the  National  Archives. 

The  several  types  of  indices  in  use  at  any  one  time  and  the 
attention  each  has  been  given  by  compilers  during  different  years  has 
varied  considerably.  For  records  dating  up  through  1950,  either  a 
source  index  (indices  4.2.1,  4.3.1),  which  is  organized  according  to 
the  alphabetical  order  of  the  author  or  issuing  organization  of  the 
letter  or  document,  or  subject  index  (indices  4.2.5,  4.3.4)  is  best. 
In  more  recent  years,  the  source  indices  have  been  maintained  well, 
but  the  subject  indices  have  received  much  less  attention.  Partly  this 
is  because  the  records  themselves  are  generally  organized  according  to 
a  subject  system,  and  a  researcher  following  subject  headings  can  go 
directly  to  them. 

Since  around  1950,  the  basis  of  most  indices  compiled  at  NRL 
has  been  the  route  sheet.  The  principal  index  for  incoming  letters  is 
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organized  by  the  number  of  the  route  sheet  attached  to  the  document 
(indices  4.2.2,  4.2.3,  4.3.2);  that  for  outgoing  is  organized  by  the 
analogous  correspondence  log  number  given  to  the  letter  by  its  author 
at  NRL  (indices  4.2.4,  4.3.3).  The  source  and  subject  indices  are  sec¬ 
ondary  to  these  and  somewhat  less  complete  in  their  coverage.  Re¬ 
searchers  should  be  aware  that  in  many  cases,  the  file  slips  in  the 
source  indices  do  not  indicate  the  file  location  of  records,  and  hence 
they  must  be  used  for  reference  back  to  the  corresponding  slips  in 
the  primary  indices  before  file  locations  can  be  determined. 

The  incoming  route  sheet  number  is  a  number  that  is  determined 
solely  by  the  sequence  of  entry  of  the  letter  into  the  record  system. 
There  are  different  series  for  unclassified,  confidential,  and  secret 
documents,  and  hence  different  indices.  The  correspondence  log  number 
has  more  meaning.  Its  initial  digits  are  determined  bv  the  code  of  the 
originator  of  the  correspondence;  its  last  digits  by  the  numerical 
place  it  has  in  the  sequence  of  correspondence  for  that  code  during  the 
year.  For  example,  log  number  1000-10  is  the  tenth  piece  of  correspon¬ 
dence  from  Code  1000  during  the  calendar  year  (but  n.b.  not  all  number¬ 
ed  correspondence  is  controlled  by  RCMB,  and  not  all  that  is  controlled 
becomes  permanent  record  material).  Code  numbers  for  individuals  and 
offices  at  NRL  have  changed  over  the  years,  but  the  meaning  of  them 
may  be  deciphered  by  reference  to  code  sheets  for  the  year  in  question. 

All  the  basic  indices  above  include  references  to  documents 
in  the  problem  files.  In  addition,  there  is  a  special  index  to  these 
files  (index  4.4.4).  The  first  part  covers  problems  up  through  1979, 
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the  second,  problems  created  under  the  new  system  that  originated  at 
that  time.  Unlike  the  other  indices  discussed  above,  it  refers  not  to 
individual  items,  but  rather  to  folders  of  material.  The  index  lists 
problems  by  number  and  name  (it  is  organized  by  number  only,  however) 
and  indicates  how  many  folders  of  material  exist  for  each  problem.  Es¬ 
sentially,  then,  it  is  a  shelf  list  of  problem  files.  For  folders 
transferred  to  the  Records  Center,  the  index  often  gives  accession 
numbers. 


As  will  be  explained  more  fully  in  section  2. 2. 3. 2,  NRL  main¬ 
tains  two  sets  of  problem  files.  Only  one  set  is  covered  by  the  indi¬ 
ces  described  above.  The  other  set  of  files,  which  was  created  by  the 
Research  Program  Administrative  Office,  has  no  good  index. 

There  are  several  other  special  indices  to  the  central  admin¬ 
istrative  and  problem  files.  One  type,  index  4.4.4. 1,  provides  the  in¬ 
formation  on  NRL  formal  and  memorandum  reports.  The  index  includes  a 
listing  of  both  types  of  reports  by  number.  For  some  years,  there  is 
an  alphabetic  index  to  authors  of  NRL  formal  reports.  Nothing  similar 
exists  for  memo  reports.  Index  4.4.2  is  a  name  index,  which  was  de¬ 
signed  to  provide  access  to  records  pertaining  to  individuals.  It  is 
small,  covers  only  a  few  years,  and  is  not  complete  even  for  them. 

One  further  feature  of  the  indexing  system  should  be  noted  at 
this  point.  Before  files  are  transferred  to  the  record  center  for  per¬ 
manent  storage  (generally  about  5  years  after  they  were  created),  they 
are  reviewed.  During  the  review,  documents  that  do  not  have  lasting 
value  are  destroyed.  At  the  same  time,  all  index  slips  that  refer  to 
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the  documents  are  also  destroyed.  This  has  the  advantage  of  keeping 
complete  consistency  between  the  indices  and  the  files:  no  document 
mentioned  in  the  index  should  be  missing  from  the  files.  However,  it 
has  the  disadvantage  of  eradicating  any  trace  of  the  passage  of  the 
documents  that  are  destroyed  through  the  system.  Researchers  should  be 
aware  that  documents  that  are  neither  indexed  nor  filed  at  NRL  may 
still  have  been  sent  or  have  originated  there. 

One  final  general  remark.  There  is  no  simple  way  to  use  the 
indices  to  the  administrative  records  and  problem  files.  Researchers 
should  understand  that  in  many  cases,  the  individuals  who  have  indexed 
and  filed  the  records  had  little  true  understanding  of  what  they  con¬ 
tained.  Thus  materials  that,  logically,  should  have  been  filed  to¬ 
gether,  often  were  not.  For  example,  minutes  of  an  important  confer¬ 
ence  concerning  a  scientific  problem  might  be  filed  not  with  other 
problem  records,  but  rather  in  the  general  "Boards  and  Meetings"  fold¬ 
er  for  that  time  period.  Records  that  relate  to  the  establishment  of 
a  new  program  may  not  be  moved  to  the  problem  file  once  a  problem  num¬ 
ber  has  been  assigned,  but  rather  be  left  in  a  "general  research  and 
development"  category.  In  short,  the  researcher  must  not  depend  on 
logic  dictated  by  a  subject  organization,  but  must  frequently  use  his 
imagination  to  "think  like  a  records  clerk"  if  he  is  to  find  the  ma¬ 
terials  he  seeks. 

2. 2. 2. 2  Index  to  NRL  Scientific  Notebooks  (Index  4.4.3) 

All  NRL  scientific  notebooks  are  permanent  records  of  the  in¬ 
stitution.  Only  a  few  have  ever  been  destroyed  intentionally.  There 
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are  several  different  series  of  notebooks,  all  of  which  will  be  de¬ 
scribed  in  section  4.9.2.  Indices  to  them  are  of  two  sorts.  First 
there  are  numerical  indices  for  each  series,  which  relate  the  notebook 
number  to  its  author.  These  indices  also  specify  the  accession  num¬ 
ber  in  which  a  notebook  has  been  placed  if  it  has  been  sent  to  stor¬ 
age.  Second,  there  is  a  single  author  index  for  all  series.  It  lists 
the  notebook  numbers  assigned  to  each  author,  but  gives  no  information 
about  storage.  For  this,  the  researcher  must  refer  back  to  the  note¬ 
book  number  of  indices. 

2. 2. 2. 3  Index  to  Releases  for  Presentation  or  Publication  (Index  4.5) 

Throughout  NRL's  history,  there  has  been  a  regulation  that  pa¬ 
pers  or  presentations  that  are  delivered  by  Laboratory  personnel  must 
be  reviewed  and  approved.  Since  194&,  part  of  this  reviewing  process 
has  been  the  procurement  by  the  NRL  Information  Security  Branch  of  a 
copy  of  each  paper,  or  an  abstract  thereof.  These  documents  have  been 
indexed  and  filed  as  part  of  the  offical  records  of  NRL.  For  retrieval 
purposes,  each  document  is  assigned  a  release  number,  which  is  unique 
in  the  system. 

The  index  to  the  collection  is  maintained  not  by  the  Records 
and  Correspondence  Management  Branch,  but  by  the  Information  Security 
Branch.  Organized  alphabetically,  the  index  links  the  name  of  authors 
to  the  release  number  assigned  to  each  paper  or  presentation.  Once 
having  located  the  reiease  number,  a  researcher  can  determine  where  a 
particular  paper,  presentation,  or  abstract  has  been  filed,  and  thus 


Many  papers  and  presentations  written  at  NRL  have  multiple  auth¬ 
ors.  In  such  cases,  a  separate  index  card  is  made  for  each  author. 
Thus  a  researcher  need  know  only  one  author  to  find  a  paper. 

2. 2. 2. 4  Index  to  Patent  Records  (Index  4.6) 

NRL  first  established  a  Patent  Counsel's  Office  during  World  War 
II.  Hence,  systematic  patent  records  began  during  that  period.  The 
records  principally  consist  of  case  files  and  patent  files,  which  will 
be  discussed  further  in  section  2. 2. 3. 5. 

Although  patent  files  are  deposited  in  the  records  center  by 
RCMB,  all  indices  to  them  are  maintained  in  the  Office  of  the  Patent 
Counsel  (Code  2004).  There  are  three  types.  The  first  two,  the  "pat¬ 
ented"  index  and  the  "inactive"  index  differ  only  in  the  fact  that  the 
former  refers  to  applications  that  actually  led  to  patents  while  the 
latter  refers  to  cases  that  were  abandoned.  Hence,  both  the  indices 
will  be  discussed  together.  They  cover  the  time  periods  from  the 
1940's  up  through  the  present. 

Both  consist  of  3  inch  by  5  inch  cards  organized  alphabetically 
by  the  last  name  of  the  inventor  (if  there  is  more  than  one  inventor, 
separate  cards  are  made  for  each).  Both  contain  general  information 
about  the  case:  serial  number,  date  application  was  received.  Navy  case 
number,  title  of  application,  NRL  code  number  of  inventors,  and  so  on. 
And  on  the  backs  of  most  cards  is  a  brief  case  history  of  the  applica¬ 
tion  that  itemizes  the  steps  taken  in  negotiations  with  the  U.S.  Gov¬ 
ernment  Patent  Office. 
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The  third  type  of  index  is  also  a  card  index  (4  inch  by  6  inch 
cards)  and  contains  the  same  type  of  information  as  the  other  two.  The 
distinction  is  that  it  is  organized  according  to  Navy  case  number. 
Each  patent  application  is  assigned  such  a  number  by  Navy  officials  at 
the  time  the  application  is  made.  This  index  dates  back  only  to  1966. 

In  order  to  obtain  the  case  files  to  which  the  three  indices  re¬ 
fer,  a  researcher  must  identify  basic  characteristics  of  the  file  -- 
principally  the  inventor's  name  and  the  case  number  --  and  then  go  to 
records  shipment  lists  to  find  the  appropriate  box  number  and  accession 
number  for  the  file.  In  some  cases,  recalling  the  case  files  may  not 
be  necessary.  The  researcher  can  obtain  much  summary  information  from 
the  index  cards  themselves  and,  if  a  patent  was  granted,  will  find  a 
copy  of  it  in  the  collection  of  patents  issued  to  NRL  inventors  that  is 
maintained  in  the  Patent  Office  Library  (see  section  2. 2. 3. 5). 

2.2.3  Central  Record  Materials 

It  is  difficult  to  give  a  sound  general  overview  of  what  is  con¬ 
tained  in  the  files  that  constitute  NRL's  central  records.  To  a  large 
extent,  one  simply  cannot  know,  prior  to  searching,  what  the  chances 
are  of  his  finding  what  he  seeks.  However,  records  keeping  at  the  Lab¬ 
oratory  has,  throughout  most  of  its  history,  been  governed  by  fairly 
well  articulated  policy.  Although  this  policy  has  changed  somewhat 
over  the  years  --  just  as  records  systems  have  changed  --  a  fairly  ac¬ 
curate  global  view  can  be  obtained  from  the  current  policy  guidelines, 
which  are  set  forth  in  SECNAVINST  5212. 5B,  "Disposal  of  Navy  and  Ma- 
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rlne  Corps  Records,"  21  January  1961.  This  manual  merits  reading  by 
anyone  wishing  to  understand  the  system  well.  Several  prominent  as¬ 
pects  of  the  policy  will  be  reviewed  here. 

Most  permanent  Navy  records  are  policy  or  action  documents  gen¬ 
erated  at  the  highest  levels  of  command.  Field  operations  usually  are 
regarded  as  much  less  important,  and  hence  a  far  larger  percentage  of 
their  records  are  destroyed.  Research  and  development  laboratories, 
however,  are  an  exception  to  this  rule,  because  their  records  document 
not  routine  operations,  but  the  evolution  of  scientific  knowledge  and 
technical  capability  for  the  Navy.  The  records  retention  system  takes 
this  characteristic  into  account  and  calls  for  a  fairly  extensive  pro¬ 
gram  of  preservation.  Not  only  primary  institutional  records,  but  also 
general  correspondence  files  that  reflect  the  overall  operations  and 
administration  of  research  and  development,  are  to  be  saved.  So  are 
project  files,  laboratory  notebooks,  and  drawings  and  specifications. 
The  relatively  high  status  of  records  concerning  research  and  develop¬ 
ment  within  the  Navy's  system  is  one  of  the  main  reasons  that  NRL's 
records  are  as  well  preserved  as  they  are. 

In  order  to  comprehend  why  NRL  records  contain  what  they  do,  it 
is  essential  to  -ealize  that  they  are  collected  and  preserved  as  the 
records  of  an  institution  not  of  a  collection  of  individuals.  This 
principle  is  evident  throughout  the  policies  that  are  followed,  but  is 
perhaps  nowhere  more  clear  than  in  those  that  regard  correspondence. 
Only  official  correspondence  --  that  is,  correspondence  signed  by  the 
commanding  officer  or  by  others  acting  under  his  direction  (this 
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authority  is  designated  to  many  officials  who  can  act  officially)  --  is 
routinely  evaluated  for  preservation. 

Correspondence  addressed  directly  to  and  from  individuals  at  the 
Laboratory  does  not  become  part  of  the  record  unless  the  individual 
acts  to  ensure  that  it  becomes  so.  Following  this  policy  means,  among 
other  things,  that  the  record  of  the  work  of  many  significant  individ¬ 
uals  who  have  been  employed  at  NRL  is  incomplete.  That  is,  the  “per¬ 
sonal"  correspondence  that  has  often  recorded  interchange  of  ideas  and 
plans  or  discussion  of  policies  with  others  is  usually  unavailable  to 
researchers.  A  second  category  of  record  material  that  is  missing  from 
the  files  is  intralaboratory  correspondence  such  as  memoranda.  Since 
this  material  is  not  controlled  by  RCMB,  or  even  routed  through  that 
office  for  information,  record  copies  are  rarely  saved. 

2.2. 3.1  Central  Administrative  and  Technical  Records 

Little  need  be  said  here  about  the  contents  of  the  central  ad¬ 
ministrative  and  technical  records.  Researchers  will  find  that  the 
several  guides  and  indices  provide  the  best  general  description.  Again, 
however,  it  should  be  stressed  that  researchers  must  be  prepared  to 
translate  their  questions  into  terms  related  to  the  organization  and 
structure  of  the  records  system  for  the  period  in  which  they  are  inter¬ 
ested. 


2. 2. 3. 2  Problem  Files 

Central  records  on  NRL  problems  are  and  have  long  been  main¬ 
tained  in  two  offices  at  the  Laboratory,  each  of  which  generates  its 
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own  permanent  records.  RCMB  keeps  file  copies  of  correspondence  re¬ 
lated  to  problems,  most  reports  made,  research  proposals,  and  related 
information.  The  Research  Program  Administrative  Office  (known  by  sev¬ 
eral  other  names  in  past  years),  maintains  basic  management  information 
on  problems.  This  includes  letters  of  authorization  and  funding  and 
special  types  of  reports  on  the  problems,  most  notably,  the  Department 
of  Defense  forms  1498,  "Research  and  Technology  Work  Unit  Summary." 
Each  year  since  1967,  a  complete  collection  of  these  forms  for  all 
problems  under  investigation  at  the  Laboratory  is  bound  and  becomes  the 
"Laboratory  Program  Summary."  When  problem  files  of  the  Research  Ad¬ 
ministration  Office  are  closed,  they  are  sent  to  RCMB  for  processing 
and  transfer  to  permanent  storage.  The  same  should  eventually  be  true 
for  dated  copies  of  the  "Laboratory  Program  Summary,"  although  none  has 
been  transferred  so  far. 

Because  of  the  duality  of  the  record  keeping  system,  re¬ 
searchers  must  be  careful  to  locate  the  one  or  both  types  of  problem 

C' 

files  in  which  they  are  interested.  Both  bear  the  same  numbers,  but 
no  interfiling  is  made.  The  origin  of  problem  files  --RCMB  or  Research 
Program  Administrative  Office  --  is  indicated  on  chart  4.9.1. 

2. 2. 3. 3  Scientific  Notebooks 

Scientific  notebooks  are  the  basic  records  of  research  work  by 
individual  scientists  and  engineers.  They  are  retained  permanently  for 
recording  and  documenting  work  and,  particularly,  for  patent  purposes. 
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There  are  several  series  of  notebooks.  The  largest  is  a  simple  numer¬ 
ical  series  that  runs  from  1  to  over  10,000  and  continues  on  to  the 
present.  In  early  years,  this  series  included  all  notebooks.  Now  it 
includes  only  one  type:  notebooks  that  were  not  issued  by  RCMB,  but 
were  used  by  Laboratory  personnel  for  official  purposes.  When  such  un¬ 
registered  notebooks  are  turned  in,  they  are  given  a  number  and  entered 
into  the  system. 

In  recent  years,  RCMB  has  attempted  to  control  issuance  of  as 
many  notebooks  as  possible.  This  has  led  to  the  “N"  series  (N  +  num¬ 
ber,  e.g.  N385).  The  notebooks  are  issued  to  employees  on  request  and 
are  collected  when  an  employee  has  finished  with  them  or  when  he 
ret i res . 

The  relatively  small  series  of  notebooks  is  a  group  issued 
for  a  special  purpose  during  the  1950' s. 

2. 2. 3. 4  Releases  for  Publication  and  Presentation 

A  general  description  of  the  releases  was  given  in  the  de¬ 
scription  of  the  index  to  them  above  (section  2. 2.2. 3).  A  few  more 
words  are  in  order  here.  Researchers  should  be  aware  that  the  file  of 
presentations  contains  far  more  abstracts  than  it  does  complete  copies 
of  papers.  Currently  the  percentage  of  abstracts  runs  about  75%  of  the 
total.  Researchers  should  also  be  aware  that  a  substantial  segment  of 
the  information  contained  in  papers  and  presentations  later  is  pre¬ 
sented  in  publications  --  either  in  NRL  memo  or  formal  reports  or  in 
articles  published  in  scientific  journals.  Both  the  Document  Section 


of  the  Library  and  RCMB  keep  archival  copies  of  reports  (they  are  more 
easily  retrieved  from  the  Oocument  Section  collection),  and  the  Library 
maintains  a  relatively  complete  collection  of  unclassified  reprints  of 
published  articles.  In  general,  it  is  easier  to  locate  and  obtain 
copies  of  publications  than  it  is  to  obtain  abstracts  or  copies  of 
presentations  contained  in  the  release  collection. 

2. 2. 3. 5  Patent  Files 

The  patent  case  files  contain  official  documentation  related 
to  negotiations  that  take  place  between  the  inventor,  the  NRL  Patent 
Office,  and  the  Patent  and  Trademark  Office  in  the  course  of  prosecu¬ 
ting  a  patent  application.  Much  of  the  material  tends  to  be  standard 
forms,  but  there  is  always  some  technical  documentation  that  relates  to 
the  ideas  being  patented. 

In  addition  to  canpiling  the  case  files,  the  Patent  Office 
maintains  a  small  library.  It  includes  a  complete  collection  of  copies 
of  patents  issued  to  NRL  inventors.  The  collection  is  broken  into  two 
series.  The  first  covers  the  years  1923-1972;  the  second  1973  to  the 
present.  Both  are  organized  alphabetical ly  by  the  last  name  of  inven¬ 
tors  (one  copy  of  the  patent  is  included  under  each  inventor's  name  in 
the  case  of  multiple  inventors). 

2. 2. 3. 6  Special  Collections 

The  special  collections  are  a  miscellany.  They  include  groups 
of  material  that  merit  permanent  preservation,  but  do  not  fall  within 
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the  standard  series  of  records.  The  list  of  collections  is  a  brief 
guide  to  them,  and  box  and  file  lists  may  give  additional  information, 
but  usually  one  must  go  to  the  records  themselves  to  determine  even 
general  characteristics  of  the  material.  Although  there  are  classified 
special  collections  among  NRL  records,  only  unclassified  collections 
are  listed  in  this  report. 

3.  DIRECTIVES  SYSTEM  RECORDS 

3.1  Management  Information  Division 

The  Management  Information  Division,  which  provides  staff  support 
to  the  Commanding  Officer  and  the  Director  of  Research,  serves  as  the 
focal  point  for  a  number  of  central  administrative  activities  of  the 
Naval  Research  Laboratory.  These  include:  (a)  collection  and  analysis 
of  general  management  data;  (b)  operation  of  a  computerized  management 
information  data  base;  (c)  admi ni stration  and  maintenance  of  official 
records  pertaining  to  all  technical  work  performed  at  the  Laboratory; 
(d)  administration  and  maintenance  of  the  NRL  Directives  System  and  its 
archival  files.  Because  of  its  activities,  the  Division  both  generates 
and  houses  several  bodies  of  central  records  of  NRL.  Those  that  have 
historical  value  are  eventually  sent  to  the  Records  and  Correspondence 
Management  Branch  for  storage,  but  some  are  saved  long  enough  by  the 
Division  for  it  to  be  considered  a  temporary  archive.  This  is  the  case 
for  its  collection  of  records  of  the  directives  system.  Only  they  will 
be  discussed  in  this  report.  Other  permanent  collections  of  the  Man¬ 
agement  Information  Division  will  be  discussed  in  subsequent  reports. 


3.2  Organization  and  Contents  of  tne  Directives  System  Records 


The  Administrative  Services  Section  (Code  1414)  of  the  Management 
Information  Division  has  the  responsibility  for  administering  the  NRL 
Directives  System  and  maintaining  the  case  files  related  to  it.  The 
system,  which  includes  all  NRL  notices  (NRLNOTES)  and  all  NRL  instruc¬ 
tions  (NRLINSTS),  is  the  formal  description  of  the  organizational  pol¬ 
icy  and  procedures  of  the  Laboratory.  It  documents  the  structure  of 
the  Laboratory,  prevailing  the  rules  of  operation,  and  all  significant 
administrave  changes.  Hence  the  collection  of  directives  issued  over 

the  years  constitutes  the  offical  record  of  administrative  policies  and 
2 

acti ons. 

The  present  directives  system  was  put  into  effect  with  the  issu¬ 
ance  of  NRL  Instruction  5215.1  on  December  1,  1952.  Its  implementation 
was  the  result  of  the  establishment  of  a  uniform  directives  system 
throughout  the  Department  of  the  Navy.  From  that  time  on,  all  direc¬ 
tives  were  to  conform  to  a  standard  numbering  system  and  standard  for¬ 
mat.  Since  1952  there  have  been  only  minor  changes  in  the  structure  of 
the  system.  Such  changes  that  have  been  made  at  NRL  have  been  recorded 
in  the  various  editions  of  NRL  Instruction  5215. 

Archival  records  related  to  NRL  directives  are  displayed  diagram¬ 
matical  ly  on  chart  4.12.  The  method  of  organization  and  retention  of 
the  materials  requires  explanation.  The  directives  files  are  organized 
by  the  number  the  directive  is  given.  In  most  cases,  each  directive  is 

^See  NRL  Laboratory  Instruction  5215. IF,  2  May  1973. 
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assigned  a  separate  file.  The  file  contains  a  copy  of  the  directive  as 
it  was  issued  and  also  pertinent  background  material  --  correspondence 
related  to  why  it  was  published,  a  route  sheet  for  the  original  copy, 
etc.  In  some  cases,  when  directives  follow  a  standard,  repetitious 
pattern,  they  are  collected  in  sequential  order  in  a  single  file.  This 
happens,  for  example,  with  the  NRLNOTES  5400,  which  record  such  organi¬ 
zational  changes  as  new  personnel  assignments. 

Neither  copies  of  directives  nor  the  directive  case  files  are 
routinely  retired  by  chronological  or  numerical  order.  Rather  the 
files  are  retired  when  the  directives  become  inactive.  Since  the  di¬ 
rectives  may  remain  in  force  from  several  months  to  many  years,  there 
is  no  direct  correspondence  between  the  date  of  issuance  and  that  of 
retirement.  Files  of  cancelled  directives,  once  they  are  removed  from 
the  collection  of  the  case  files  of  current  directives,  are  stored 
first  in  a  collection  c*  nactive  files  kept  in  cabinets  adjacent  to 
the  active  files.  This  allows  them  to  be  consulted  easily  for  refer¬ 
ence.  When  no  longer  required  for  this  purpose,  they  are  purged  of 
duplication  and  information  having  no  long-term  value  and  put  in  ar¬ 
chival  storage.  This  storage  is  of  two  types.  Either  the  materials 
are  transferred,  via  microfilming,  to  aperture  cards,  or  the  original 
materials  are  boxed  and  sent  to  the  Records  and  Correspondence  Manage¬ 
ment  Branch  for  transfer  to  the  Washington  National  Records  Center. 
As  the  chart  indicates,  only  four  boxes  of  directive  files  have  been 
handled  in  the  latter  manner  so  far.  The  rest  are  either  on  aperture 
cards  or  are  still  stored  in  the  reference  files  of  cancelled 
directives. 
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Each  year,  three  forms  of  indices  are  made  to  the  directives  sys¬ 
tem:  an  alphabetical  index,  which  lists  records  in  alphabetical  order 
and  correlates  to  directive  numbers;  a  check  list,  which  lists  current 
directives  in  numerical  order;  and  a  list  of  directives  issued  or  can¬ 
celled.  At  the  present  time,  the  first  two  forms  of  indices  appear  an¬ 
nually;  the  last  quarterly.  While  the  periodicity  of  issue  has  changed 
over  the  years  since  1953,  the  forms  of  indices  have  remained  the  same. 

The  indices  provide  the  only  simple  and  comprehensive  means  for 
determining  what  directives  are  in  force  at  particular  points  in  the 
history  of  the  Laboratory.  All  three  types  are  filed  under  directive 
number  5215.  Researchers  seeking  an  overview  of  this  system  at  vari¬ 
ous  points  in  its  history  should  consult  this  series.  Unfortunately, 
not  all  of  the  back  issues  of  the  indices  are  still  available.  The 
copies  for  the  period  from  1965  until  the  present  and  some  lists  of 
issued  or  cancelled  directives  dating  back  to  1957  may  be  found  in  the 
file  drawers  of  cancelled  directives  in  the  directives  office.  How¬ 
ever,  all  indices  for  the  period  between  1953  and  1957  appear  to  have 
been  lost. 

Another  important  general  reference  tool  within  the  directives 
system  is  the  NRL  Administrative  Manual.  This  sets  forth  the  official 
responsibility,  duties,  and  relationships  of  all  major  operational  re¬ 
quirements  of  the  Laboratory.  The  manual  predates  the  establishment  of 
the  current  directives  system  --  the  first  edition  appeared  in  1948  -- 
but  it  has  been  continuously  updated  within  the  system  since  1953.  Its 
number  in  the  system  is  NRLINST  5400.14. 


Prior  to  1953,  NRL  did  have  formal  administrative  regulations,  but 
they  were  not  organized  into  a  single,  comprehensive  system.  Rather 
they  were  found  in:  (a)  the  Administrative  Manual;  (b)  NRL  Laboratory 
Orders;  (c)  NRL  Laboratory  Memoranda;  (d)  NRL  Military  Orders;  (e)  NRL 
Military  Memoranda;  (f)  Directive-Type  Memoranda  Issued  by  the  Director 
of  Administration;  (g)  NRL  Travel  Regulations;  and  (h)  NRL  Organization 
Charts.  Archival  copies  of  most  of  these  forms  or  regulations  exist 
within  the  Central  Administrative  Records  of  the  Laboratory  for  the 
years  prior  to  1953.  Checking  the  appropriate  guides  to  records  under 
the  administrative  headings  generally  provides  the  appropriate  file 
numbers  for  them.  As  an  aid  to  researchers,  a  brief  list  of  the  loca¬ 
tion  of  most  of  them  is  presented  in  chart  4.13. 
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GUIDES  TO  NRL  RECORDS  SYSTEMS  USED  BY  RCMB 
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SOURCE  INDEX  TO  UNCLASSIFIED  AND  CONFIDENTIAL  RECORDS 


ROUTE  SHEET  NUMBER  INDEX  TO  UNCLASSIFIED  RECORDS  (INCOMING  CORRESPONDENCE) 


ROUTE  SHEET  NUMBER  INDEX  TO  CONFIDENTIAL  RECORDS  (INCOMING  CORRESPONDENCE) 


CORRESPONDENCE  LOG  NUMBER  INDEX  TO  UNCLASSIFIED  AND  CONFIDENTIAL  RECORDS  (OUTGOING  CORRESPONDENCE) 


SUBJECT  INDEX  TO  UNCLASSIFIED  AND  CONFIDENTIAL  RECORDS 
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Also  includes  indices  to  Secret  records  up  until  1942 


SOURCE  INDEX  TO  SECRET  RECORDS 
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UNCLASSIFIED 
SPECIAL  COLLECTIONS 

1.  Description:  Personal  correspondence  of  Dr.  W.A.  Zisman, 

1956-1965. 

Accession  no:  181-74A-130 
Si ze:  2  boxes 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/57 : 03-6-0 
Book  no.  for  box  and  file  list:  4 

2.  Description:  Personal  correspondence  of  Dr.  W.A.  Zisman, 

1966-1971. 

Accession  no:  181-76-106 

Size:  1  box 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/43:46-6-1 
Book  no.  for  box  and  file  list:  4 

3.  Description:  Records  of  the  Electrochemistry  Branch,  Chemistry 

Division. 

Accession  no:  181-76-86 
Size:  2  boxes 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/17:49-7-1 
Book  no.  for  box  and  file  list:  4 

4.  Description:  Personnel  dosimetry  records  for  NRL  employees. 

Accession  no:  181-76-87 

Size:  29  boxes 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/12:3-6-1 
Book  no.  for  box  and  file  list:  4 

5.  Description:  Records  of  NRL  management:  organization,  reports, 

surveys,  March  1955-December  1967. 

Accession  no:  181-78-0126 
Size:  4  boxes 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/07:08-4-3 
Book  no.  for  box  and  file  list:  10 

6.  Description:  NRL  notices  and  instructions,  1953-1971  (not  a  com¬ 

plete  set  of  those  in  effect,  but  rather  cancelled 
directives  and  their  background  files) 

Accession  no:  181-78-0127 
Size:  2  boxes 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/15:45-6-1 
Book  no.  for  box  and  flie  list:  10 


Chart  4.10  (Con't) 

UNCLASSIFIED 
SPECIAL  COLLECTIONS 

7.  Description:  Papers  of  Dr.  Harvey  C.  Hayes,  including  records  of 

the  New  London  Experiment  Station  of  World  War  I. 
Accession  no:  181-10294 

Size:  10  boxes 

Repository:  WNRC,  Suit! and,  MD 

Location  Code:  08/71:03-6-0 
Book  no.  for  box  and  file  list:  12 

8.  Description:  Records  of  the  NRL  Management  Office,  consisting 

of  copies  of  several  editions  of  the  NRL  Adminis¬ 
trative  Manual  :  5400.14,  5400. 14A,  5400. 14B,  and 

5400. 14C,  with  all  the  related  change  to  each 
edition. 

Accession  no:  181-72A-2321 

Size:  1  box 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/19:15-2-0 

Book  no.  for  box  and  file  list:  None 

9.  Description:  Early  NRL  Project  Files,  Gebhard  Collection,  1914- 

1953. 

Accession  no:  181-80-0088 
Size:  7  boxes 

Repository:  WNRC,  Suitland,  MD 

Location  Code:  09/74:25-6-2 
Book  no.  for  box  and  file  list:  11 
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